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Introduction

Putting Your Plan into Tracker

Your Plan Leadership Team will likely write your plan offline initially. For entering Plan information
into Tracker, it is recommended that you have an electronic copy of your Plan (such as a Word
document) rather than a paper version. This will make it easier for you to copy and paste detailed
information from your Plan into Tracker.

Note: District/LEA and school plans in Tracker are nearly identical in their functionality and
management and are described here generically as "plans." Certain features, such as plan tags
and funding sources are inherited by school plans from the LEA plan. These functions are
described below.

Plan Organization

Tracker uses a tiered structure for plans: goals, strategies, action steps, and tasks. You may also
create a budget for your plan, and track expenses as you implement the action steps

Goal A specific, measurable target for students to achieve. States Who will do
What by When and How you will know it. (You may write them in SMART
format: Specific and Strategic, Measurable, Achievable/Attainable, Results-
oriented, and Time-bound.) LEAs may have some goals pre-assigned by the
State, and may also add their own, local goals. Schools may select goals from
the LEA plan, and re-write them to reflect the school’s achievement target,
and create their own goals.

Title: Maximum 50 Characters Description: Maximum 1000 Characters

Strategy A general description of a process an LEA or school will take to reach the
student achievement goal. Each goal may have several strategies. What will
the district/school do to ensure that the goal is reached?

Title: Maximum 50 Characters Description: Maximum 500 Characters

Action Step | A specific action or activity that will lead to the implementation of the
strategy and achievement of the goal. The action step includes a Title,
Description, Begin and End Dates plus comments on timelines, persons
responsible, costs and budget sources, and an indication if the step is related
to professional development (PD). Progress is tracked by updating status,
attaching evidence, and adding comments as the step is implemented. Action
steps may also be "tagged" for filtered views of the plan, e.g. all steps
affecting Special Education students. Each strategy may have several action
steps.

Title: Maximum 50 Characters Description: Maximum 1000 Characters
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Task A specific action/activity that leads to the completion of an action step. Tasks
have specific due dates, persons responsible and current status. Each action
step may have multiple tasks.

Title: Maximum 50 Characters Description: Maximum 255 Characters

Preparing for Plan Entry

Plan Administrators must set up certain functional areas in preparation for plan use. This setup
should be done before your team starts entering or significantly modifying the plan, so that all
features are available.

Users

LEA and school users who are associated with your LEA have access to your LEA and school plans.
Users assigned to the LEA or school may update most areas of the plan:

Add or edit strategies, action steps, tasks, budget items and status updates
View and upload documents
View and add comments on plan elements

These users may also be assigned as a person responsible for an action step or task.

Note: In order to support users who provide services in multiple districts or schools, LEA or school
level users in Tracker may be assigned to more than one organization. As a district or school
administrator, you may only add or change user information specific to your organization(s); you
may not modify information from other organizations, or retire a user who is actively assigned to
other organizations.

Add Users

To add a new user, click the Setup & Maintenance link at the top of any page. Only LEA and School
Administrators will see this link.

Current LEA:
LEAs List Academic Excellence District Setup & Maintenance
l LEA Overview Monitoring Plan LEA File Cabinet Plan Tags

Home > Academic Excellence District

“‘ LEA OVERVIEW B Select School Year:

Academic Excellence District (2012 - 2013 School Year (3] Update |

From the Setup & Maintenance menu, select User Management. You will see a list of all users
currently assigned to your organization, and can search for users if needed.
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Click Add New User to create and send an invitation to a new user.

Setup & Maintenance
I User Management

Home > Setup & Maintenance > LUser Management

CONTACT ADMINISTRATION

Instructions/Description

FILTER

Show Advanced Filters

User Name

Apply Clear

Academic Excellence District
& Add New User

M) ) 12 ) M) Pagesize: 25 ~ 10 25 of 34 items
Edit Jane Austen Academic Excellence District ecarler+jane@wested.org LEA admin
Edit Lily Bart Academic Excellence District ecarter+lily@wested.org LEA Read-Only
Edit Ron Burgundy Academic Excellence District ecarter+ron@wested.org LEA

To add a user, complete the requested information. Select the Level (LEA or School) and the
appropriate organization from the dropdown lists. The Level assigned to the user determines their
access. Check the Admin box if the new user should have administrator privileges.

- Setup & Maintenance
l User Management

Home > Sstup & Maintenance > User Management > Add User

ADD NEW USER
Instructions/Description
Instructions/Description

First Name* 50 Last Name* 50

Email* w50 Phone:

Position: 00 D 00

Lavel *
T SEA
O LEA

O School

Role
O Admin

Create Account J Cancal

‘When you click Create Account, an invitation with a link to the system will be sent to this user.

Click Create Account to send an email invitation, with a link to Tracker, to the new user.
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User Access Levels

LEA User: LEA Users can create plan strategies, action steps, and tasks, and upload
documents to the File Cabinet. LEA Users can also see, comment on, and attach files to
school plans in the LEA.

LEA Administrator (Must be added by the SEA): In addition to performing all the functions
of an LEA User, LEA Administrators have the ability to create new users in their district (LEA
and school level), create LEA tags, manage goals and add or edit funding sources for the
plan. They also have the ability to edit school plans in the LEA.

School User: Where school plans are available, school users may perform all of the plan
functions that LEA Users may perform. For LEA plans, school users may upload documents
and post comments. They may see other schools’ plans, but may not edit them.

School Administrator (May be added by LEA Admin or SEA): In addition to performing all
the functions of a School User, School Administrators have the ability to create new users
for their school. They can manage goals and add or edit funding sources for their school

plan.

e Read-Only: A user at any level may be designated as Read-Only. These users may view all
information described here, but cannot modify any information within the system. Read-

only users are not available for any plan assignments and may not receive posted
comments. Please contact your State Administrator to request this option for a user.

User Management

User Management tools allow you to add or change user assignments or roles, and retire or

disassociate users who no longer belong to your LEA or school. Click on the user name from the list

of users to see details of their user account.

USER DETAILS

Description and Instructions for the contact view

Name Patricia Principal Edit
Email Irognier+pat@wested.org

Invitation Number:
Level School CEVA3S8C56
Phone
PosHion Resand |nvitation
Department

Read-Only Mo

Organization Assignments Monitoring Assignments Plan Assignments

+ Add Organization

Edit All J Update All Cancal Edit All

M) 4 1 P M Page size: 25 = 1to 2 of 2 items

Remove Primary Organization 4 LEA County Level

Remove 5 Alocha Elementary - 19642126010862 ABC Unified - 196421 20000000 Loz Angeles - 19 School
Remove Carmenita Middle - 196421 26066708 ABC Unified - 196421 20000000 Los Angeles - 19 School
M) 4 1 [ | Page size: 25 ~ 1to 2 of 2 items
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To assign the user to additional organizations, use the Organization Assignments tab and click Add
Organization. Select the appropriate organizations for assignment and the user level for each, and
click the Associate Selected Organizations button.

UNASSIGNED ORGANIZATIONS - 3 ORGANIZATIONS
Academic Excellence District

Select All Associate Selected Organizations J

M) 4) 1 LR Page size: 25 - 1to 4 of 4 items

[l aa California Test District 22222 Maricopa County - 344 ) Admin ) User
O aa New Mexico Test District Caoconino County - 340 ) Admin ) User
Academic Excellence District Fima County - 347 @ Admin ) User
= Ace Test District 45454545 Apache County - 338 ) Admin ) User

If a person is associated with more than one organization, you may select a primary organization
for the user, if you are an administrator for each of that user’s assigned organizations. The primary
organization name will appear with their user name in comments and user lists. Click the Edit link
on the user’s profile to select the primary organization. To remove access to organizations from a
user, click the Remove link on their organization assignments list.

To change the user’s role between User and Admin, click the Edit All button above the
Organization Assignments list, then use the radio buttons to select the role. NOTE: you will only be
able to change the role for those organizations to which you have administrative access.

Edit All | UpdateAIIJ CanceIEdHAIIJ

W) 4) 1 b)) Page size: 25 - 1102 of 2 items

Organization 4

aa California Test District - 22222 Maricopa County - 344 LEA @ Admin O User

(&) Academic Excellence District Pima County - 347 LEA ) Admin @ User

Retire a User

When a user has left your organization or changed roles, you may wish to retire them from active
access to Tracker. Retiring a user removes all associated organizational assignments from the user
account, including all monitoring and plan roles. Retired users cannot log into Tracker, will not
receive e-mail communication, and cannot be assigned to any monitoring or plan role.

All activity tracked by the system will continue to be displayed for a retired user (such as recorded
actions on an Action Step Status History or File Cabinet information about who uploaded a
document) but the user’s previous monitoring and plan roles will not be displayed anywhere in the
system, including the user profile or the monitoring or plan assignment and display pages.
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To retire a user, view the user’s profile and click the Edit link next to their name. Click the Retire
button on the Edit page. View the warning and confirm. Removing all organization assignments
from a user will also mark them as retired.

Home = Setup & Maintenance > User Management = Bandy Writer

EDIT USER
Description and Instructions for the contact edit

Instructions/Description

First Name* 550 Last Name* G50 Invitation Number:
Randy Writer 21A302CF7T
Sent 082002012 by Don District.
Email* 1550 Phone:
rwriteri@nomail.com Besend Invitation
Position: 500 Dapartmant: 21400
Chair English/Language Arts

Primary Organization:

[ Marvelous Middle Schaol - 555555 =]

Save Changes J Dalete
Unable to delate this item because 558

View Retired Users

To view retired or unassigned users, use the Show Retired filter on the User Management list, in
the Advanced Filters view.

Home > Sefup & Maintenance > User Management

CONTACT ADMINISTRATION

Instructions/Description

FILTER
Hide Advanced Filters

User Name
Levels User Role
All Levels - [] Show Retired || Admins Only
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Reinstate a User

Adding an organization association to a retired user record will reactivate the user. This will not
reinstate any previous monitoring or plan roles.

LEA Tags

In addition to the plan tags created by the SEA, the LEA administrator may create a local set of tags
to support plan management and implementation needs. LEA Tags are available in the LEA and
school plans.

To add LEA tags, click the Plan Tags link in the top navigation bar on the LEA Overview page:

Currant LEA:
Academic Excellence District

l LEA Overview Monitoring Plan LEA File Cabinet Plan Tags
Home > Acadernic Excellence District
l“ LEA OVERVIEW CHB Select School Year:
Academic Excellence District (12012 - 2013 School Year 3] Update |

You will see a list of LEA Tags already created, as well as a list of all SEA tags as reference. You may
edit or delete existing LEA tags, or add a new tag. The Relationships column tells you how many
action steps are marked with that tag.

LEA PLAN TAGS

This management page allows LEA Admins to create LEA Plan Tags to be used in addition to State-created Plan Tags.

+ Add a New Tag

M) 4) 1 ) MW pagagize: 25 - 110 3 of 3 items

2nd Priority Action Steps
are also important for
increasing student
achievement and should 5
be funded and

implemented

accordingly.

LEA 2nd Priority Action

. o
Fa g 1 2Priority Step

Designates a step that
‘was added specifically
for an individual school's

ra i} 1 School School Specific Action needs, although it is 8
also likely applicable o
other schoals in the
district.
1st Pricrity Action Steps
have the greatest
likelihood of increasing

ra i 2 EEE I 1 Friority LEA 1st Priority Step Student Achievement, 19
and should be given
funding (and
completion) pricrity.
W4 ) M) Page size: 25 ~ 1t03of 3 items
STATE TAGS

? These are existing State Plan Tags that are available. Do not duplicate these tags with new LEA Tags.

WestEd Tracker: Plan Administrator Guide version 3.2 9



Click Add a New Tag to create additional LEA tags. The sort order is numeric, and values of 1-8 also
determine the color of the tag. Tags with sort values 8 or higher appear grey in color. The short
name field may be up to 10 characters, no spaces, and appears in the tag icon throughout the

plan. The long name and description fields appear when hovering over the tag label anywhere in
the plan.

LEA PLAN TAGS
This management page allows LEA Admins to create LEA Plan Tags o be used in addition to State-created Plan Tags.
# Add a Mew Tag

L} a 1 LY

Page size: 25 ~ 110 3 of 3 items
Edit Delete Sort Order Color Short Name Long Name Description Relationships
Sort Order
Short Name: * 010
Long Mame: * 030
Drescription: /255

Insert | = Cancel |

Click Insert to save your tag and add it to the LEA tag list. You may also edit any existing LEA tags
by clicking the pencil icon, or delete a tag by clicking the trash can icon. You can assign any or all
SEA and LEA tags to any action step. However, only up to 8 of each type of tag will appear on the
Plan Overview for an action step. Both sets of tags will show in the filters on the Plan Overview.

Tag Sort order colors:

1 =yellow 3 =light blue 5 =dark blue 7 = brown

2 = purple 4 = orange 6 = green 8+ =grey
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Goals

The state may pre-assign goals and strategies to your plan. You may add a local description to each
to fit your needs. You may also create additional strategies under a state-assigned goal, but you
cannot remove the assigned goals or strategies from the plan.

Plan Administrators may add new goals to the LEA or school plan. All users can add and edit
strategies, action steps and tasks. To add a goal, click the Manage Goals tab on the Plan Overview.
If you are not an Administrator, you will not see this tab.

Pan  Timoine  Budget | ManageGoss | Reports

T FILTERS

The Manage Goals page shows the list of goals currently in your plan, and a list of state goal
templates available for use in your plan. Goal templates are created by the SEA and may contain
pre-defined resources, evidence and strategies. You may edit the current goals, add a state goal
template, or add a new goal. You may also re-order goals to determine how they appear in your
plan.

The Origin column indicates at what level the goal was first entered into Tracker. If the state
created goals that are auto-assigned to your plan, the origin will be SEA. If you edit a state-created
goal template, you will be able to customize the description, but may not change the title of the
template. If you add a new goal, the origin will appear as LEA for LEA plans and School for school
plans.

GOALS IN YOUR PLAN
This section displays goals that are currently part of your active plan. See below for available template goals to add to your plan or click the Add Goal link to add a custom goal.

& Add Goal

Reorder J Save | Cancel |

W e H) Pagesize: 25 ~ 1to 1 of 1 items
Edit 3 SEA Supportto ELL  Provide appropriate support to all EL students, based on data analysis and IEP 1] ] 4]
Students meetings with staff and parents. Measure growth and monitor improvement for

each EL students.

)4 1 ») M) Page size: 25 ~ 1101 0f 1items

TEMPLATE GOALS

Click Add to Plan link next to the Template Goal you want to add to your plan.

M) 4 1 k) M) Pagesize: 25 ~ 1103 of 3 items
Add to SEA Goal 2A: AMAO 1 - 0

School Plan Annual Progress

WestEd Tracker: Plan Administrator Guide version 3.2 11




The state may retire goals that were assigned to LEAs or schools in previous years. If so, the retired
goals, with their associated strategies, action steps and tasks may be viewed by selecting the
Retired filter on the Plan Overview. You may reactivate retired plan elements from this view.

¥ FILTERS
Status: Funding Source: SEA Tag: LEA Tag: Assignment:
[ Al statuses %] [ All Funding Sources 5] [ Al SEA Tags [+] [ AllLEA Tags [+] [ All Assignments 3]
Update: Goal: Type: Requires PD: Budgeted : $0.00
[ All Updates %] [ Al Goals I oacive 0 Actual : $0.00
{®) Retired
Update Clear
RETIRED GOAL: NCLB Reading Goal STRATEGIES: ACTION STEPS: TASKS: Budgeted: $0.00
STATUS: In Progress 05/24/2012 History 0of 2 Complete 0 of 1 Complete & 1 Overdue None Actual: $0.00

By 2014 all students will be proficient in Reading skills... and so on in perfect NCLB language.

: RETIRED STRATEGY: First reading strategy ACTION STEPS: TASKS: Budgeted: $0.00
0 of 1 Complete & 1 Overdue Mone Actual: $0.00

to ensure absolute reading skills for all students, this strategy will make vast improvements in student achievement
Click the goal name, and then click the Activate button on the Edit Goal page to add the goal back
to your active plan.

Budgets

Budgets allow users to associate specific plan activities with funding streams. The Plan
Administrator must add funding sources and related allocations to the plan budget. These sources
are then available for assignment to budget items throughout the LEA and school plans.

From any plan page, click the Budget tab at the top to see the overall plan budget. LEA or school
Plan Administrators will see the Add Funding Source link.

FILTER

School Year {® Action Step Detail (7) School Allocations
[ 2011 - 2012 School Year [5]

Update Clear

—

4 Add Funding Source ]
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Federal or State funding sources are created by the SEA, and may be selected for use in LEA and
school plans. LEA Administrators may also create local funding sources. On the Add Funding
Source screen, select SEA or LEA to add a new source. SEA funding sources will allow you to select
from a dropdown list of all available Federal and State sources. (NOTE: If you have already added a
source to your budget, you may edit it on the budget overview page. It will no longer appear in the
drop-down list.) An LEA funding source requires a title and short title, as well as funding amounts.

School Plan Administrators will select from a single dropdown list of all funding sources added by
the LEA. Funding sources must first be added to the LEA plan budget, and then may be added to
the school plan budget.

Funding Sources include optional Carryover and Indirect amounts that may be used to help clarify
total allocations. The Available Allocation is the sum of the Total Funding plus Carryover minus
Indirect. This amount appears in the Total Allocation column in the plan budget. You may click
Calculate to verify the amount before saving the record. These fields may be edited at any time.

ADD FUNDING SOURCE
Enter each funding source and amount of funding available fo your district or school. This will help you build a budget for your specific actions.

Select School Year:

2012 - 2013 School Year |3

Source Type

O SEA @ LEA
Title 100
Short Title w20
Total Funding*
Carryover
Indirect
Available Allocation
0.00
Save Calculate Cancel

Funding sources are immediately available for assignment to budget items in both the LEA and
School plans.

Help

If you need assistance or have any questions about the user guide or the DMI Tracker system,
please contact:
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Becky Peters Ann White Sarah Moore

Becky.peters@schools.utah.gov Ann.white@schools.utah.gov Sarah.moore@schools.utah.gov

801-538-7712 801-538-7827 801-538-7756

Refer to the Help page (after logging in) or the Login page for information on who to contact if you
have questions about using Tracker. For additional details on the Help page, see the Getting Help
section in this user guide.

End User System Guidelines

Tracker runs on Mac or PC platforms. It requires an active Internet connection, and either Internet
Explorer v.7.0 or above, or Firefox v.2.0 or above web browsers. Other browsers and tablet devices
will likely work, but we do not guarantee support for them. The system itself does not require
available local disk space, but it is advisable to have space on your computer when viewing
documents stored on the system.

Document scanners or other imaging devices are useful when creating electronic versions of
printed documents, but they are not required.

User names and system notifications require a valid e-mail address for each user. Please note that
e-mail servers for schools, LEAs and community-based offices may have security settings that block
messages from DMI Tracker. If users are not receiving DMI Tracker invitations and messages, the
USOE can work with your IT department so that automated messages can be delivered to your
servers from IP address 198.60.12.* (or .9 in place of the star) can get through local firewalls.
Auto-generated messages and emails will come from DMl.helpdesk@schools.utah.gov and adding
this address to your ‘white list” will help these messages get through to you.

Accessing DM Tracker

To access DMI Tracker, individuals must be invited by an administrative user. Users will receive an
email invitation from DMI.helpdesk@schools.utah.gov with instructions for creating an account.
The invitation email includes a web link that the user will access to accept the invitation. Enter
your e-mail address and a password that follows the required guidelines:

At least 8 characters long
At least 1 each, upper case and lower case letters
At least one number
e At least one special character (for example: %, #)
Once the system accepts your new password, you will be redirected back to the login screen. Use
your email address and your new password to login.

If you have forgotten your password, use the password recovery tool on the Logon screen by
clicking Reset Password.
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LOG ON

Welcome to TRACKER. Please sign in to use the
system.
Fields marked with a * are required.

E-mail Address:

Password:

Reset Password
Firsttime usery Accept Invitation

Log on

Enter your e-mail address on the next screen and click Send Invitation Now to receive a new login
invitation via e-mail that will allow you to create a new password.

Getting Help

Access the Help page by clicking the Help link at the top right corner of any screen.

Logout  Help |
USOE Desktop Monitoring Instrument

Instruments. ltems. Onsites Plan Goals

Home » LEAS

T Select School Year:

The Help page contains documents and links provided by the USOE to help assist in using the

system or working with specific content areas. You may sort the list by Category to find the type of

resource you need. Click the Download link to download any file and click the Go to URL link to
view the web link resource

HELP
The SEA has provided the Resources below to assist you.
LYERY R L) Page size: 25 ~ 1107 of 7 items
Document/Link Title
A
3.0 User guide for LEAs User Guides .doc Download
301 Plan Rubric Annual Submissions _pdf Download
Reading Curriculum Map Reading/Language Arts Instructions for creating a Reading Curriculum Map. and sample map. .doc Download
Proficiency
State Resources for 301 Plans  Annual Submissions State Resources for 301 Plans link Go to URL
Strategies LEA Plan Suggested Strategies by Goal Topic .doc Download
Testing Adding a Documentto  English Learners How Next-Generation Standards and Assessments Can Foster Success for Califomia’s pdf Download
Help Page English Learners Robert Linquanti, WestEd Kenji Hakuta, Stanford University
v2 Title Il Examples for Title 1l UPDATED: This is a document for Proficiency in English for ELLs goal. This contains an .doc Download
ALEAT Impr. Plan Goals explanation of a SMART Goal, the process steps for completing a goal, examples of SMART
Goals, strategies, and...
W) Page size: 25 ~ 1t 7 of 7 items
For more information, please contact the Help Desk at help@pmt.wested.org.

WestEd Tracker: Plan Administrator Guide version 3.2



